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Preface 
 

 

The Malvern Hills Trust (the Conservators) were established in 1884 by an Act of Parliament. The 
duties that were set out then still apply today and will not change; to keep the hills as open 
spaces, unenclosed and unbuilt on, for the enjoyment of the public, and to care for the land on 
behalf of the nation. Over the succeeding 139 years there have been 4 more Malvern Hills Acts, 
extending our jurisdiction, amending governance arrangements, replacing old laws, and amending 
our powers and we are today planning a New Malvern Hills Act to address the many shortcomings 
in our Old Acts. 

The first edition of this handbook was published in 2013 as a part of that modernisation work: the 
aim was to help trustees and staff make the current governance arrangements work effectively 
and to help the public to understand our powers and duties and how we discharge them. 

Under the guidance of our Governance Committee the trustees have made several amendments 
to the handbook over the years and this is the latest iteration in that continuing process of review 
and improvement. There will be changes in the future but meanwhile, this edition has been 
prepared to welcome new trustees to the board in 2023. 

Our thanks are due to our predecessor trustees and the staff who did the essential groundwork in 
previous years and to those who are committed now to continuing to enhance and update our 
governance arrangements so that we can continue in the 21st century to fulfil our duty to care for 
the Malvern Hills and Commons. 

 

 

 

Mick Davies 
Chair of the Board 
5 October 2023 
 



 

2 
Oct2023 

Introduction 
 
Malvern Hills Trust 
 
The statutory name of the charity is Malvern Hills Conservators.  The Trust adopted the working 
name of Malvern Hills Trust in 2016. 
 
Malvern Hills Trust (MHT) is a body corporate constituted by and deriving its powers from the 
Malvern Hills Acts 1884, 1909, 1924, 1930 and 1995 (see Appendices). 
 
The Malvern Hills Acts were set up to protect the rights of commoners and the public, and to prevent 
encroachment on those parts of the Malvern Hills and commons placed under the jurisdiction of 
the Trust.  Under these and other relevant Acts, MHT must manage the hills to: 
 

• Preserve the natural aspect of the hills 
• Protect and manage trees, shrubs, turf and other vegetation 
• Prevent unlawful digging and quarrying 
• Keep the hills open, unenclosed and un-built on as open spaces for the recreation 

and enjoyment of the public 
• Conserve and enhance biodiversity, Sites of Special Scientific Interest and 

Scheduled Ancient Monuments on its land.  
 
Charity trustees 
MHT is a registered charity (Charity No: 515804).  The Conservators (referred to as trustees) are 
appointed in accordance with the Acts and have control over and legal responsibility for the 
charity’s management and administration.  (See – ‘The Essential Trustee’ and ‘It’s your decision: 
charity trustees and decision making’). 
 
Meetings of the Board 
There are five scheduled Ordinary board meetings each year which are currently held at 7:00pm on 
the third Thursday of January and the second Thursdays of March, May, July and September.  The 
Annual Meeting takes place in November and is held on the second Thursday except in an election 
year when it is held on the third Thursday.   
 
These meetings generally take place at Council Chambers (formerly Priory Lodge Hall), Avenue 
Road, Malvern, and are open to the public.  At each meeting, there is the opportunity for members 
of the public to make comments, subject to letting the Trust know their intention to do so 
beforehand.    
 
The meeting for examining and settling the Annual Report and Accounts and for appointing 
auditors normally takes place prior to the Annual meeting except in an election year when it takes 
place in October.  At this meeting the public are welcome to ask questions on the Accounts without 
prior notice. 
 
Land holding 
MHT has approximately 1200 hectares of land under its management.  This includes hill land, 
commons, roadside verges, woodland and fields (See appendix).  About 86% of the land holding is 
within the Malvern Hills AONB, about 90% is registered common and around 62% is designated as 
Sites of Special Scientific Interest (SSSI).  The definitive maps of land holdings are kept at Manor 
House. 
 
 
. 
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• Make and maintain footpaths and ways over the Hills (MH Act 1930/14c) 
• Provide sports grounds, circuses, stalls, lavatories and car parks for the public (MH Act 1930/4d) 
• Acquire land within 9 miles of Great Malvern Priory (MH Act 1884/29) 
• Sell or exchange land (parcels up to ¼ acre only, c0.1 Ha) to modify boundaries (MH Act 1930/9) 
• Erect, maintain and repair sheds for tools and materials (MH Act 1930/4e-g, 5, 6) 
• Rebuild and operate St Ann’s Well in the event of fire (MH Act 1995/3) 
• Purchase buildings to use as offices, for storage in connection with their function or as 

information centres, including sales (MH Acts 1995/9) 
• Grant easements for services (MH Act 1995/8) 
• Authorise the making and maintenance of new vehicular roads and grant easements over these 

(MH Act 1995/8) 
• Regulate horse riding including making and charging for new facilities (MH Act 1995/16-18) 
 
 
 
 
 Note:  This is a summary of duties and powers relating to the main 

purposes of the MHT, prepared by trustees (not lawyers).  It is for 
guidance only – please refer to the original Acts for full legal details 
governing all our activities.  There may be further relevant powers and 
duties arising from other legislation. 
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Terms of reference for members of the Board 
 
MHT is a creature of statute and a charity.  Trustees have, and must accept, the responsibilities and 
regulatory requirements of this status.  They have ultimate responsibility for directing the affairs of MHT 
and complying with all relevant legislation and regulation applicable to the organisation and the activities 
it undertakes. 
 
All Board members are equally responsible in law for the Board’s decisions.  They must act individually and 
collectively to: 
a) Further MHT overall purposes, as set out in the Malvern Hills Acts; set MHT strategic direction and 

support and monitor implementation 
b) Ensure the work of MHT is effective, responsible and legal 
c) Be accountable to those who regulate MHT and take account of the public and other stakeholders 
d) Safeguard finances, resources and property and ensure they are used to further MHT purposes 
e) Be clear about the Board’s responsibilities as an employer and about who carries out work on behalf of 

the charity 
 
Individual Board members should: 

a) Show a commitment to MHT and the conservation of the hills and commons 
b) Understand and accept the legal duties, responsibilities and liabilities of being a Board member and 

charity trustee  
c) Be willing to deploy specific skills, knowledge or experience they have to help the Board reach sound 

decisions – particularly providing guidance on matters within their field of expertise 
d) Always declare any conflict of interest which they may have, or any matter which might be 

perceived as a conflict of interest 
e) Agree to observe MHT’s Code of Conduct for Board members and all of the principles set out in it 

including: 
 

i. Be willing to devote the necessary time and effort to the duties of a trustee 
ii. Prepare adequately for meetings and attend them regularly 

iii. Show respect for the views of fellow trustees, employees, volunteers and the public  
iv. Respect the boundaries between operational and governance functions 
v. Adhere to the Nolan Principles: Selflessness, Integrity, Objectivity, Accountability, Openness, 

Honesty and Leadership 
 

Understanding the role of MHT 
a) Read the Malvern Hills Acts and byelaws and understand the extent of and limits to trustee duties 

and powers 
b) Understand and accept the responsibilities and liabilities conferred by charitable status and other 

legislation relevant to MHT 
c) Attend induction training and other training events and familiarise themselves with the Governance 

Handbook and other relevant material 
 
Acting collectively as a Board  

a) Trustees must act in the best interests of MHT and its charitable objects and not as representatives 
of their nominating bodies/electorate or for personal gain 

b) Individual trustees have no powers to act alone 
c) Trustees must work jointly and collaboratively, and abide by and act in accordance with decisions 

made by the Board providing these actions are legally within its remit 
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The Board - Role and Duties of the chair and vice chair  
 
Role 
In addition to their general responsibilities as trustees, the chair and vice chair are responsible for 
leading the Board in the setting of strategies and policies to fulfil the duties of MHT.  They must 
support the Board and staff to ensure that effective policies, procedures and controls are put in 
place and that they are appropriately implemented and monitored.  They should ensure that 
appropriate reviews and audits are undertaken, and that there is appropriate record keeping and 
reporting. 
• The chair will act, on behalf of the Board, as line manager for the CEO 
• The chair and vice chair may attend all committees and Working Party meetings and speak 

but do not have a vote unless they have been appointed to the committee/Working Party 
 

Duties (in addition to those of a Board member) 
a) Provide leadership for the Board of trustees in their role of setting strategies and policies that 

fulfil the duties of the MHT 
b) Ensure that the Board has an active, properly constituted membership, and encourage 

appropriate skills and experience (overseeing the skills register, induction and training) 
c) Agree the annual cycle of Board meetings 
d) Liaise with the CEO, Secretary to the Board and relevant staff on the drafting of Board and 

Committee agendas and supporting documents and in reviewing draft minutes 
e) Chair the meetings of the Board, in line with Standing Orders and Terms of Reference, to 

ensure business is covered efficiently and effectively (ensuring that all trustees have the 
opportunity to contribute to discussions and decision making) 

f) Monitor decisions taken and their implementation  
g) Liaise with the CEO and Secretary to the Board to maintain an overview of strategy and policy 

implementation and day to day issues arising 
h) Review all recourse to legal advice and regulatory submissions  
i) Provide support to the CEO/Secretary to the Board/ Finance and Administration Manager as 

necessary in HR policy development and implementation including recruitment, appraisal and 
disciplinary actions 

j) Act as a channel for communication between the Board and the staff  
k) Line managing the CEO on behalf of the Board 
l) Liaise with Chair of Finance Administration and Resources Committee and relevant staff to 

maintain an overview of financial and legal matters 
m) Liaise with Chair of Land Management and relevant staff to maintain an overview of land 

management matters 
n) Liaise with the Chair of Governance Committee and relevant staff to maintain an overview of 

governance issues 
o) Liaise with the Chair of Staffing Committee and relevant staff to maintain an overview of HR 

and health and safety issues 
p) Liaise with Board members, at and between meetings, with the object of creating and 

maintaining a team ethos 
q) Liaise with Board members on issues of conduct (eg behaviour in relation to staff, at meetings, 

in respect of MHT byelaws and in representing MHT to the general public) and where 
necessary take part in any disciplinary process 

r) Represent MHT at external events, functions and meetings 
s) Act as spokesperson on organisational matters as requested 
t) Promote the interests of MHT at all levels 
 



13 
Oct 2023 
 

Governance Committee Terms of Reference 
  
To make recommendations to the Board, on current legal and governance requirements: 
 

a) Ensure all actions taken by MHT comply with the Malvern Hills Acts 
b) Ensure all actions taken by MHT comply with charity law, and so far as is possible with 

Charity Commission guidance and with best practice  
c) Ensure all actions taken by MHT comply with relevant legislation  
d) Maintain an awareness and understanding of the external environment in which MHT is 

operating  
e) Monitor the Board and committee structures and performance (reviewing the adequacy, 

effectiveness and compliance with internal governance controls and schemes of 
delegation) and make recommendations to the Board 

f) Review the Governance Handbook, Standing Orders, Code of Conduct and other guidance 
material for trustees as required (incorporating Charity Commission guidance on the role of 
trustees) 

g) Monitor compliance with Standing Orders and Code of Conduct on behalf of the Board and 
reporting any problems/breaches to the Chair of the Board 

h) Ensure that MHT has an appropriate risk management system in place and that risks are 
reviewed annually 

i) Maintain a skills/experience audit of current Board members and identifying obvious 
gaps/weaknesses 

j) Ensure that nominating bodies and those considering standing for election are aware of the 
skills gaps, the roles and responsibilities of being a Board member and the expected level of 
commitment 

k) Maintain oversight of induction training and ongoing training for all Board members 
l) Annually monitor all policies and regulatory requirements and make recommendations to 

the Board 
m) Ensure that all interests of trustees are declared at meetings in accordance with MHT’s 

Conflict of Interest Policy 
n) Review the Trust’s existing governing legislation and considering what changes might be 

required 
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Governance Committee - Role and duties of chair and vice chair 
  
The chair and vice chair of the Governance Committee will oversee governance matters within MHT 
and ensure they are managed in line with good practice and in accordance with the Acts and legal 
requirements.  In order to do this the chair and vice chair of Governance Committee, with the Chair 
and Vice-Chair of the Board, will seek to ensure that effective measures, controls and procedures 
are put in place, implemented and monitored, that appropriate reviews and audits are undertaken 
and that there is appropriate record keeping and reporting. 
 
The chair and vice-chair will: 

a) Maintain a strategic overview of governance matters and work with relevant staff to 
develop strategy and policy in these areas 

b) Assist with the preparation of the  annual budget  
c) Liaise with the chair/vice-chair of the Board, CEO, Secretary to the Board and other staff on 

the drafting of agendas and supporting documents and in reviewing draft minutes 
d) Chair the meetings of the committee in line with Standing Orders and Terms of Reference 

to ensure business is covered efficiently and effectively.  Monitor decisions taken and their 
implementation 

e) Report on, and present, the appropriate recommendations to the Board for discussion and 
decision 

f) Work with staff in setting policy on governance matters 
g) Maintain oversight of the governance implications of policies and strategic plans 
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Finance, Administration and Resources Committee Terms of Reference  
 
To formulate recommendations to the Board, upon current financial, administrative and resource 
requirements: 
 
a) Receive the Annual Report and Accounts and ensure that they comply with the Charities’ 

Statement of Recommended Practice (SORP) 
b) Oversee budgets, accounts and financial statements and ensure that expenditure is in line with 

the charity’s objects 
c) Ensure that expenditure is planned to maximise efficiency and effectiveness 
d) Recommend the annual levy to the Board 
e) Oversee compliance with financial policies and regulations to monitor and control financial and 

reputational risk  
f) Receive reports on financial and legal matters 
g) Ensure and review the adequacy and effectiveness of internal financial controls, systems and 

records 
h) Maintain oversight of major contracts to ensure that there are no material, unidentified or 

unresolved legal, accounting, operational or administrative implications  
i) Maintain an awareness and understanding of the external environment in which MHT is 

operating  
j) Ensure all actions taken by MHT comply with relevant legislation  
k) Ensure MHT acts fairly and within the law in relation to its tenants and licencees 
l) Ensure compliance with legislation and good practice in financial and charity matters 
m) With the Governance Committee, ensure that the organisation has an appropriate risk 

management system in place and that risks are reviewed annually 
n) Review arrangements in relation to reserves including the reserves policy.  Make 

recommendations to the Board as required 
o) Review arrangements in relation to investments including the investments policy.  Make 

recommendations to the Board as required 
p) Advise on the organisation's fundraising strategy 
q) Ensure use of funds complies with conditions set by funding bodies 
r) Ensure effective monitoring and reporting on financial matters 
s) Monitor the financial implications of strategic and operational plans 
t) Oversee the production of the Business Plan, monitor progress against the Plan and report to 

the Board 
u) Ensure appropriate policies are in place to prevent fraud, bribery and other financial 

irregularities 
v) Oversee and revising the byelaws and make any recommendations for change to the Board. 
w) Ensure that all interests of trustees are declared at meetings in accordance with MHT’s Conflict 

of Interest Policy 
 
 
DELEGATED POWERS 
The Committee can approve contracts for budgeted expenditure over £10,000 and below 
£20,000 
The Committee can approve non-budgeted expenditure up to £20,000 in total in any financial 
year with a single item limit of £10,000.   
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Finance, Administration and Resources Committee – role and duties of 
chair and vice-chair 
 
The chair and vice chair of Finance, Administration and Resources Committee will oversee financial 
and administrative matters and the resources of MHT and ensure they are managed in line with 
good practice and in accordance with the Acts, the governing document and legal requirements.  
The chair will ensure that effective measures, controls and procedures are put in place, implemented 
and monitored, that appropriate reviews and audits are undertaken and that there is appropriate 
record keeping and reporting. 
 
The chair and vice-chair will: 
a) Maintain a strategic overview of financial and administrative matters and work with relevant 

staff to develop strategy and policy in these areas 
b) Liaise with  staff on financial matters 
c) Review drafts of the annual budgets before they are submitted to the committee/the Board 
d) Liaise with the chair and vice-chair of the Board, CEO, Secretary to the Board and Finance and 

Administration Manager on the drafting of agendas and supporting documents and in 
reviewing draft minutes 

e) Chair the meetings of the committee in line with Standing Orders and Terms of Reference to 
ensure business is covered efficiently and effectively 

f) Report on and present the appropriate recommendations to the Board for discussion and 
decision 

g) Assist staff in drafting policy on investment and reserves  
h) Consider and raise where appropriate the financial implications of policies and strategic plans 
i) Attend meetings with the auditors and present the auditors’ letter of recommendation to the 

Finance, Administration and Resources Committee 
j) Present the accounts to the meeting for the approval of the Trust’s accounts and draw attention 

to the appropriate points as required 
k) Consider reports from and attend any intermediate meetings with the Trust’s investment 

managers   
l) Consider reports and attend any meetings in relation to the Trust’s pension schemes 
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Land Management Committee Terms of Reference 
 
To make recommendations to the Board on current land management requirements and policies: 

a) Oversee the production, review and delivery of the Land Management Plan (LMP) to achieve 
management of MHT land holdings in pursuance of, and compliance with, the duties, 
powers and obligations of MHT 

b) Monitor progress against the LMP and report to the Board 
c) Approve the annual LM budget, monitor progress against the budget, ensure use of funds 

complies with any conditions set by external funding bodies, and report to the Board 
d) Review, and recommend to the Board policies relating to MHT duties and powers e.g. land 

acquisition, land management, wayleaves and easements 
e) Work with the Staffing Committee to ensure compliance with Health & Safety policies and 

other relevant regulations to reduce risks from operational activities, including stock 
management, across MHT’s land holding 

f) With the Governance Committee, ensure that the organisation has an appropriate risk 
management system in place and that risks are reviewed annually 

g) Review at a strategic level the provision of appropriate access infrastructure, information 
and interpretation in order to safeguard the Hills and Commons and make suitable 
provision for public access 

h) Receive reports on the renewal of leases and major land management contracts 
i) Make recommendations to the Board on non-routine decisions on wayleaves, easements 

etc (i.e. cases outside the policy guidelines, with complex history or implications or setting 
new precedents) 

j) Maintain an awareness/understanding of the external environment in which MHT is 
operating and make recommendations to the Board regarding policy and best practice 
relating to the environment and sustainability  

k) Ensure all actions taken by MHT comply with relevant legislation  
l) Receive reports on any consultations or changes planned by organisations or external 

bodies which may impact on MHT interests 
m) Work with FAR Committee to ensuring procedures are in place to maintain/replace/upgrade 

other tangible assets such as buildings, vehicles etc. 
n) Ensure that the business conducted by committees respects the agreed levels of delegation 

and that all interests of trustees are declared in accordance with MHT’s Conflict of Interest 
Policy 

o) Receive and consider reports from meetings of the Castlemorton Common Co-ordinating 
Committee, Wildlife Panel and Recreation Advisory Panel 
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Land Management Committee – role and duties of chair and vice-chair 
 
The chair and vice-chair of Land Management Committee will work to ensure that the Land 
Management Committee oversees the land management activities and resources of MHT and that 
they are managed in line with good practice and in accordance with the Acts, the governing 
document and legal requirements.  The chair will seek to ensure that effective measures, controls 
and procedures are put in place, implemented and monitored, that appropriate reviews and audits 
are undertaken and that there is appropriate record keeping and reporting. 
 
The chair and vice-chair will: 

a) Maintain a strategic overview of land management matters and work with staff to develop 
strategy and policy in these areas 

b) Liaise with staff on land management matters 
c) Review drafts of the annual budgets before they are submitted to the Committee  
d) Liaise with staff on expenditure against the budget ensuring effective use of funds 
e) Liaise with the chair/vice-chair of the Board, CEO, Secretary to the Board and Conservation 

Manager on the drafting of agendas and supporting documents and in reviewing draft 
minutes 

f) Chair the meetings of the committee in line with Standing Orders and Terms of Reference 
to ensure business is covered efficiently and effectively 

g) Report on, and present, the appropriate recommendations to the Board 
h) Monitor decisions taken and their implementation 
i) Work with staff in drafting policy on land management matters in order to make 

recommendations to the Board 
j) Lead the committee in considering the land management implications of policies and 

strategic plans 
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Staffing Committee Terms of Reference 

To make recommendations to the Board on human resource matters (including volunteers) and to 
undertake certain delegated duties. 

• The Committee will be mindful:  

a. of the legal framework for and good practice in employment matters 
b. of the confidential nature of employer-employee matters and that many of the 

items for consideration will require that the public and press be excluded by 
resolution of the Committee 

c. of the nationally negotiated pay scales and terms and conditions of employment 
currently applicable to all staff except the CEO 

d. that staff are employed by the Board but that the CEO is operationally responsible 
for staff management, as set out in the scheme of delegation in the Governance 
Handbook 
 

• The Committee will make recommendations to Board regarding: 

a. staffing & office requirements 
b. policy matters relating to staff salaries and benefits  
c. the CEO’s salary and benefits 
d. budget allocation for personnel and health and safety 
e. policy matters relating to terms and conditions of employment/engagement for 

all staff and volunteers 
f. matters arising from MHT’s Disciplinary and Grievance procedures 
g. health and safety matters in relation to staff, volunteers and members of the 

public 
h. pension arrangements 

• The Committee will periodically review all employment and human resources policies and 
procedures and ensure that MHT acts as a good employer 
 

• The Committee will receive reports from the CEO on human resource matters 
 

• The Committee will ensure that MHT has a Health and Safety Policy and Health & Safety 
management systems in relation to staff, volunteers and members of the public and that 
these are reviewed regularly, properly implemented and the Board is kept fully informed 
 

• The Committee will advise the Board on compliance with requirements of employment 
law and including equal opportunities legislation in relation to employees and volunteers 
 
DELEGATED POWERS:  
The Committee will act on behalf of MHT, in the event of a post becoming vacant, to 
undertake the recruitment process for CEO and Secretary to the Board and recommend a 
candidate for appointment to the Board 

The Committee will be responsible for formally confirming whether any probationary 
period for the CEO/Secretary to the Board has been successfully completed 

The Committee will approve arrangements for suitable cover in the event of prolonged 
absence of the CEO or Secretary to the Board 
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Staffing Committee – role and duties of chair and vice-chair 
  
The chair of the Staffing Committee will work to ensure that the Staffing Committee oversees 
human resource (including volunteers) and health and safety matters and that MHT complies 
with the legal framework and good practice.  The Chair with the CEO will ensure that effective 
procedures are in place and that they are effectively monitored. 

The chair and vice-chair will: 
a) Maintain a strategic overview of employment and health and safety matters and work with 

staff to develop strategy and policy in these areas  
b) Liaise with staff on employment and health and safety matters 
c) Review drafts of the annual budgets before they are submitted to the committee/the Board 
d) Liaise with the chair and vice-chair of the Board, CEO and Secretary to the Board on the drafting 

of agendas and supporting documents and in reviewing draft minutes 
e) Chair the meetings of the Committee in line with Standing Orders and Terms of Reference to 

ensure business is covered efficiently and effectively 
f) Report on and present the appropriate recommendations to the Board for discussion and 

decision 
g) Assist staff in drafting policy on HR and Health and Safety matters 
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Disciplinary Committee Terms of Reference 
The Disciplinary Committee will meet only when required to implement the process set out in the 
Disciplinary Procedure to investigate and adjudicate any complaint about trustee conduct. 
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Disciplinary Procedures for Board Members – Breaches of the Code 
of Conduct 
 

 
Where the breach of Code occurs during a Board or Committee meeting: 

a) Board members should raise breaches of the Code as a point of order through 
the chair of the meeting 

b) If the chair of the meeting agrees that a breach has taken place, a first verbal 
warning will be issued to the person concerned.  This will be noted in the 
minutes 

c) If an individual breaches the Code for a second time during the same meeting 
they may be asked to leave that meeting.  This will be noted in the minutes, 
explaining briefly the reasons for exclusion from the meeting 

d) The Board or the committee as appropriate may resolve to refer repeated 
breaches of the Code to the chair of the Board (hereafter referred to as “Chair”) 
to be dealt with in accordance with the same procedures as if the breach of 
the Code had taken place outside the meeting 
 

Where the breach of Code takes place outside a Board or committee meeting: 
e) Any complaint against a Board member shall be immediately referred to 

the Chair.  The date of receipt of such complaint by the Chair is to be 
regarded as the date of commencement of the disciplinary procedure. 

f) If the complaint is against the Chair, the matter shall be referred to the 
chair of Governance.  

g) Upon receipt of a complaint, and, where appropriate after any 
preliminary investigation, the Chair and the chair of the Governance 
Committee shall within 10 working days together determine whether: 

o the complaint has no merit and should be dismissed; or 
o the complaint raises issues of misconduct and either it is 

appropriate for there to be a summary disposal of the matter and 
the Member agrees; or 

o it is appropriate that the matter be fully investigated and a 
Disciplinary Panel convened. 

h) The Board member shall be notified in writing of the complaint within 5 
working days of the determination. 

i) Normally, a complaint will be put before a Disciplinary Panel.  However, 
the Chair and chair of the Governance Committee may jointly initiate a 
summary disposal of a complaint where they consider it to be a 
comparatively minor matter, and may finalise it if the Member agrees 
that he or she has breached the standards expected of a Member and 
accepts the proposed penalty. In these circumstances, the Chair and chair 
of the Governance Committee may together impose a reprimand 

j) If it is determined that a Disciplinary Panel should be convened, the Secretary 
to the Board (or in his or her absence the CEO) shall be notified immediately 
and shall convene a special meeting of the Disciplinary Committee 

k) The Disciplinary Committee shall nominate 3 of its members to serve on a 
Disciplinary Panel 

l) Where a summary disposal is initiated, but for any reason that course 
cannot be finalised, the matter shall be put before a Disciplinary Panel 

m) A Disciplinary Panel shall have the absolute power to initiate such 
investigations as they may consider reasonably necessary to ensure that 
all relevant facts are put before the Disciplinary Panel 

n) A Disciplinary Panel shall hear cases in accordance with fairness and the 
rules of natural justice  
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o) If the Disciplinary Panel finds that a complaint of misconduct is proved, it 

shall have the following penalties at its disposal: 
o a reprimand; or 
o require the Board member to attend training; or 
o the suspension of the right to speak at any Board or committee 

meeting; or 
o the suspension of the right to attend any Board or committee 

meeting; or 
o the suspension of the right to vote at any Board or committee 

meeting; or 
o a combination of one or more of such the penalties 

The period of any suspension shall not exceed the term of office of the 
Member 

p) All decisions in relation to a complaint, and the reasons for those decisions 
shall be recorded in writing. 

q) All decisions (including that a complaint has no merit and should be 
dismissed) in relation to the final disposal of any complaint against a 
Member shall be reported to the next meeting of the Governance Committee 
following that disposal 

r) Nothing in these procedures shall prevent the Member against whom a 
complaint has been upheld from attending meetings of the Board or any 
committee in his or her capacity as a member of the public or to receive 
notice of such meetings or of papers that would normally be within the public 
domain 

s) In any case in which the Chair and/or the chair of the Governance 
Committee is involved as a witness, or in which either or both become 
closely involved in investigating a case, he or she shall be disqualified from 
membership of the Disciplinary Panel hearing the complaint 

 
Appeals Process 

t) A Member may appeal against the decision of a Disciplinary Panel on one 
or more of the following grounds: 

o the  decision  was  against  the  weight of the  evidence; and/or 
o there was a procedural irregularity in the original hearing; 

and/or 
o the sanction imposed was unjust in all the circumstances of the  

case 
u) Notice of appeal shall be directed to the chair of the Disciplinary 

Committee and must be lodged within fourteen clear days of the decision 
appealed 

v) An Appeals Panel shall be convened at a special meeting of the 
Disciplinary Committee and shall be constituted in the same way as a 
Disciplinary Panel save that no Member who served on the Disciplinary 
Panel shall be eligible to sit on the Appeals Panel 

w) At an Appeals Panel there shall be no right to a rehearing of the 
complaint and the Appeals Panel shall hear such evidence and/or 
submissions as it sees fit, bearing in mind the grounds of appeal, but shall 
act in accordance with fairness and natural justice 

x) An Appeals Panel shall have at its disposal any or all of the sanctions 
which were available to the Disciplinary Panel and shall have the power to 
apply a greater sanction than the Disciplinary Panel if it sees fit in all the 
circumstances 

  



27 
 

Administrative Arrangements 
i. The CEO and Board Secretary shall make available  to  the Chair, chair of the 

Governance Committee, Disciplinary Committee and Disciplinary Panel such 
administrative resources and professional advice as may be reasonably  
necessary to investigate and dispose of any complaint   

ii. A Member against whom a complaint has been made shall be given at 
least fourteen days' notice of any hearing 

iii. Such Member shall be given adequate notice of the detail of the 
evidence to be given against him or her. This will usually require that any 
witness statement or report be copied to the Member 

iv. A Member subject to a disciplinary hearing may choose to make a 
written representation to the Disciplinary Panel or the Appeals Panel. 

v. A Member may appear before a Disciplinary Panel or an Appeals Panel 
alone or with a representative 

vi. A Disciplinary Panel or Appeals Panel may, prior to any hearing, make 
such directions as it sees fit 

vii. A Disciplinary Panel hearing shall usually be convened within 28 days of 
a complaint being received by the Disciplinary Panel chair and an 
Appeals Panel hearing shall usually be convened within 28 days of 
receipt of Notice of Appeal 

viii. It shall be the duty of any Member called upon to act in any capacity on 
a Disciplinary Panel or Appeals Panel to ensure that he or she has no 
conflict of interest in the matter brought before such Panel or in the 
event that one exists, to recuse himself or herself for that reason 

ix. If the complaint is against the Chair or the chair of Governance, or if at 
the time the complaint is made, the Chair or chair of Governance is not 
available, then his or her place in the process set out above shall be taken 
by the vice-chair or the vice-chair of Governance Committee as 
appropriate 

 
Emergency Action 
Nothing in the Code shall prevent any necessary immediate action being taken by the 
CEO to deal with any emergency or breach of the Code that occurs, provided that, 
within a reasonable time thereafter, the matter is referred to the Chair to be dealt with 
in accordance with these regulations 
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SECTION 2 
Delegation of Duties 
 
Matters reserved to the Board include: 
Board Members have and must accept responsibility for directing the affairs of a charity and ensure 
that it is solvent, well-run and delivering the charitable outcomes for the benefit of the public for which 
it has been established as set out in the Malvern Hills Acts. 
 
The following matters are reserved to the Board.  Matters which the Board considers appropriate to 
delegate to committees are detailed in the committee Terms of Reference.  
 
Regulation and control 

a) Responsibility for providing information as requested by the Charity Commission – and 
advising if the charity ceases to exist 

b) Approving recommendations to seek changes to MHT’s governing documents (the 
Malvern Hills Acts) 

c) Approving recommendations to alter MHT’s governance documents 
d) Approving Standing Orders 
e) Suspending of Standing Orders 
f) Altering or amending to Standing Orders 
g) Ratifying urgent decisions taken by the CEO 
h) Requiring and receiving declarations of Board trustees’ interests that may conflict with 

those of MHT and decide how to manage any such conflicts 
i) Requiring and receiving declarations of interests of staff members that may conflict with 

those of MHT 
j) Approving arrangements for dealing with complaints 
k) Considering recommended amendments to management structures 
l) Receiving reports from committees and considering their recommendations to the 

trustees 
m) Establishing/reviewing/amending terms of reference for committees and working groups 
n) Authorising use of the seal 

 
Appointments/remuneration/discipline 

a) Nominating and electing trustees to serve in the role of chair and vice-chair 
b) Appointing committees and committee members 
c) Ensuring Board members comply with the ‘Code of Conduct’ 
d) Putting in place procedures for succession planning of the Board 
e) Appointing, appraising and dismissing the CEO 
f) Appointing the Secretary to the Board 
g) Considering, approving/rejecting recommendations regarding the salary and benefits of 

the CEO 
h) Setting and reviewing salary scales for employees 
i) Approving proposals for new staff posts or changes to the staff structure 
j) Ensuring Board’s duties as an employer are met 
k) Agreeing and implementing procedures for effective evaluation of the performance of 

the Board, individual Board members and Committees 
 

Strategic and budgetary matters 
a) Ensuring effective overall management of the organisation, ensuring compliance with the 

duties and powers set out in the Malvern Hills Acts and other relevant legislation  
b) Defining and agreeing the strategic aims and objectives of MHT 
c) Approving plans for the delivery of MHT’s strategic aims and objectives 
d) Ensuring that any ancillary trading does not compromise MHT’s charitable status and 

does not conflict with powers granted in the Malvern Hills Acts 
e) Approving MHT policies and procedures for internal control, management of risk and 

protection of MHT property 
f) Approving/amending budgets 
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g) Approving proposals for unbudgeted capital expenditure  
h) Approving changes to banking arrangements 
i) Approving proposals for the acquisition or disposal of land/property 
j) Accepting or rejecting legacies and donations 
k) Ensuring Board’s duties as a landlord are met 
l) Approving/rejecting requests for overground easements in accordance with the easement 

policy 
m) Setting and reviewing investment strategy 
n) Authorising delegated powers to officers 
o) Making decisions relating to court proceedings against or on behalf of MHT 
p) Approving and appointing of professional advisers for major projects (solicitors, auditors 

etc) 
q) Agreeing changes to the pension scheme or to the management of the pension scheme 

funds 
 

Policies 
• Approving, reviewing and amending key policies for example:  

i. Trustee code of conduct 
ii. Employment policies 

iii. Health and safety policy 
iv. Complaints policy 
v. Investment policy 

vi. Reserves policy 
vii. Whistleblowing policy 
viii. Risk management schedule 
ix. Easements/wayleaves policy 
x. Land acquisition policy 

 
Audit arrangements 

a) Approving remuneration of external auditors, and terminating their appointment if 
necessary 

b) Receiving and noting the annual management report from the auditor and agree any 
actions required 

c) Undertaking internal audits and agree any actions required 
  

Reporting arrangements 
a) Approving the charity’s annual report and accounts 
b) Ensuring the annual report and accounts are filed 
c) Establishing, maintaining and retaining appropriate financial reporting arrangements 

and records and approving any changes in accounting policies or practices 
d) Holding an annual meeting at which levy payers may appoint the auditors and at which 

the Board approves the Trust’s Annual Accounts 
 

Monitoring 
a) Receiving and reviewing recommendations from committees 
b) Receiving and reviewing reports from staff 
c) Ongoing monitoring of the governance of the organisation 

 
See Committee Terms of Reference for delegated powers of the Finance 
Administration and Resources Committee and Staffing Committee. 
 

The following matters will be undertaken by the specified officers:  
 
Staff management 
Leadership and management of staff and volunteers – CEO 
Recruitment of staff (other than CEO/Secretary) – CEO 
Recommending changes to the staff structure – CEO 
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Staff appraisal (other than CEO) – CEO and Line managers 
Determining staff salaries within agreed pay scales – CEO/Line managers 
Recommending arrangements and policies for staff – CEO 
Appointing consultants for project work – CEO / Relevant manager 
Staff disciplinary action – including dismissal – CEO/Line managers  
Authorising additional time/hours within approved levels – CEO 
Authorising leave carry over – less than 5 days – Line manager, more than 5 days - CEO 
Authorising training – CEO/Line manager 
Authorising study leave – Line managers (in line with policy) 
Authorising compassionate leave - CEO 
 
Finance/Legal 
Approving requests to alter existing easements or for new easements in accordance with the 
easement policy – CEO 
Approving requests for underground easements for utilities in accordance with the easement policy – 
CEO 
Ensuring relevant legislation, case law and good practice is brought to the attention of trustees - CEO, 
Secretary to the Board, Finance and Administration Manager, Conservation Manager 
Formulating, modifying and recommending budget – CEO/Finance and Administration 
Manager/budget holders 
Preparing the annual accounts – CEO, Finance and Administration Manager 
Reallocating resources in year to meet changing requirements – CEO/Finance and Administration 
Manager/budget holders 
Monitoring expenditure against budgets and reporting to the Board – Finance and Administration 
Manager 
Approving contracts for budgeted expenditure under £10,000 – CEO 
Approving non-budgeted expenditure up to £5,000 for a single item, limited to £15,000 in total for 
any financial year - CEO 
Payment authorisation – CEO /Secretary to the Board/Finance and Administration Manager/Finance 
Assistant/Chair/Vice-Chair/Chair of FA&R 
Approving expenditure from the Gift Fund in accordance with the Gift Fund policy – CEO 
Identifying appropriate sources of funding and submit funding applications – CEO/Officers 
Signing funding agreements – CEO 
Authorising orders – Budget holders 
Authorising invoices – Budget holders 
Signing/sealing documents – leases/easements/licences/contracts – CEO / Secretary to the Board 
Appointment of professional advisers in relation to operational matters and liaison with  them – CEO/ 
Secretary to the Board/Conservation Manager/ FAM 
Liaison with tenants and licencees – CEO/Conservation Manager 
Maintaining the Board’s property – CEO/Operations Manager 
 
Strategy and policy 
Establishing and implementing H&S management strategy - CEO 
Controlling, monitoring and reviewing of H&S management plan – CEO (monitored by Staffing 
Committee) 
Recommending conservation and land management strategy and policies to the Board – 
Conservation Manager 
Preparing the land management plan in line with overall strategy approved by the Board – 
Conservation Manager 
Preparing annual work plans to achieve the land management plan – Conservation 
Manager/Operations Manager 
Monitoring progress against the land management plan and reporting to the Board - Conservation 
Manager/Operations Manager 
Recommending strategic direction and policy to the Board – CEO 
Preparing the business plan in line with overall strategy approved by the Board – CEO 
Preparing annual service plans to achieve the business plan – Management team 
Monitoring progress against the business plan and reporting to the Board - CEO 
Advising the Board on governance and legal matters –CEO / Secretary to the Board 
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Preparing Board/Committee papers –CEO / Secretary to the Board 
Preparing Board/Committee minutes –Secretary to the Board 
Producing a business continuity plan – CEO 
 
Other 
Acting as the Returning Officer for elections - CEO 
Communicating with the media – CEO/Chairman/ Community and Conservation Officer 
Responding to planning applications – CEO/ Secretary to the Board/Conservation Manager 
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Protocol for virtual meetings 

This protocol was adopted on 11 June 2020 as an addendum to Standing Orders to cover 
any meetings of the Trust held by video/telephone conference. 

Except in so far as they are inconsistent with this protocol, Standing Orders will continue 
to apply. 

Notice of meetings 
1. Virtual meetings will take place by way of video/telephone conference for all

trustees and will be streamed to the public.  The link for the stream will be set
out on the agenda for the meeting and on the Trust’s website.

2. Meetings will be called on the notice as specified in Standing Orders, or as
otherwise decided by the Board.  The agenda for all meetings and non-
confidential papers will be published on the Trust web site.

3. In addition trustees will receive a notice by E-mail setting out instructions for
joining the meeting.  Joining will commence 15 minutes before the time the
meeting is due to start.  Any trustee not using E mail will be sent the information
by first class post.

Members of the public 
4. Members of the public can view the meetings which will be streamed

contemporaneously.  In substitution for the process set out in Standing Order
13.2, members of the public can forward a short statement to the Trust (by post
or to info@malvernhills.org.uk) to be read out at the meeting.  The statement
should be of such length that it can be read out loud in 3 minutes or less.  These
statements must arrive no later than by noon, 1 clear working day before the
meeting.  They will be circulated to trustees, posted on the Trust’s website if
possible and read out verbatim at the meeting.  The Trust reserves the right not
to publish content which is defamatory or otherwise unlawful.

Joining the meeting 
5. Trustees should join the meeting at least 10 minutes before the designated start

time on the agenda.  Be aware that streaming may already have started.
6. Trustees should enter their first name and family name when going through the

process of joining the meeting
7. Members and officers attending a virtual meeting should ensure:

a) they have no audible background noise when participating in the meeting
b) they mute their microphone when they are not speaking
c) they stay for the duration of the meeting if possible
d) before they speak, they clearly state their name
e) they do not speak when somebody else is speaking
f) they signal by means of a raised hand that they wish to speak and await the

invitation of the Chair
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Chairing the meeting 
8. The Chair will as far as possible conduct the meeting in accordance with the 

protocol, but may at his discretion adopt other arrangements to ensure the 
smooth running of the meeting and completion of any business.   

9. The Chair should ensure that any participants using audio only have the 
opportunity to contribute to the meeting. 

In the meeting 
10. A trustee is present at the meeting if he/she has joined the meeting by video 

link, audio link or telephone so that he/she can hear (and if possible see) other 
trustees speak and be heard (and if possible be seen) by them.  At the beginning 
of the meeting the Chair will ask an officer to read out the names of all those 
who are present at the meeting in order to assist those using audio only.   

11. If a trustee has IT problems and loses connection with the meeting, he/she 
should attempt to re-join as quickly as possible.  Where practical the meeting 
administrator will record that a trustee has left the meeting or re-joined. 

12. If a trustee has persistent IT problems which disrupt the conduct of the meeting, 
and which cannot be resolved, the Chair may at his discretion ask the trustee to 
leave the meeting and re-join by telephone. 

Quorum 
13. The Quorum for any meeting is as set out in Standing Orders or as decided by 

the Board in relation to ad hoc committees. 
14. The meeting will not be stopped because any trustee has lost connection with 

the meeting, unless the meeting becomes inquorate. 
15. If number of trustees present falls below the quorum or if there is a failure which 

causes the administrator to leave the meeting or the meeting is otherwise 
terminated, the chair will adjourn for a period at his discretion to see if lost 
connections can be restored or the meeting re-started. 

16. If this is not possible, the Chair will adjourn the meeting to a date to be fixed (or 
can declare the meeting closed if there is no further business which needs to be 
transacted).  

Interests 
17. If a member has declared a conflict of loyalty in respect of any item under 

discussion, the Chair will not invite that trustee to vote on the matter in 
question.  If any trustee has a personal conflict of interest he/she will be asked 
to leave the meeting and will be E-mailed or called by telephone and asked to re-
join once the item is concluded. 

Confidential items 
18. Any confidential items will be taken in a separate meeting.  All trustees will have 

to leave the first meeting and join a second meeting which will not be streamed. 
19. If the discussion of a confidential/exempt item is required, prior to the meeting 

every trustee will be asked to sign and return by E-mail or letter confirmation 
verifying that their venue is secure, that no member of the public (including 
members of their family) will have access to that part of the meeting, that they 
have not forwarded the meeting invitation or disclosed the meeting access code 
to any third party and that no recording of the proceedings will being made.  



47 
 

Any trustee who has not done this will be asked to leave the meeting, and if they 
decline to do so, will be removed. 

 
Proposing and seconding 

20. Any trustee proposing or seconding a motion should state his/her name 
Voting 

21. When the chair is satisfied that a matter has been adequately discussed, he will 
ask for a proposer and seconder for the motion. An officer will then go down the 
list of attending trustees and ask them whether they wish to vote for, against or 
wish to abstain. 

22. A vote can be taken in the absence of any trustee who is unable to participate 
remotely so long as the meeting is quorate.  The Chair may at his discretion 
suspend the meeting to allow trustees who have lost connection to re-join. 

23. The Secretary to the Board or other officer will then state the result of the vote.  
Individual votes will not be mintued unless this is specifically requested. 

Standing Committee meetings 
24. Any Member, not a member of the relevant committee, wishing to participate in 

the virtual meeting must submit their request by email to the Secretary to the 
Board in advance of the meeting taking place. 
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Conflict of Interest Policy 
Procedure for dealing with conflicts of interest 

The term “conflict of interest” applies to both personal conflict of interest (3.4.1) and 
conflict of loyalty (3.5.1).  “The Policy” refers to the Conflict of Interest Policy. 

1. The register of interests will be circulated to Board members (and included on the
members’ section of the website in due course). Amendments will be notified as they
arise.

2. The CEO or Secretary to the Board will, in advance of the meeting, alert those members
who appear to have a potential conflict of interest and assist in deciding how the Policy
applies to their situation if requested.

3. The Declarations of Interest item will continue to appear on the agenda at the start of the
meeting, and members are required to declare any potential conflicts of interest under
5.2.1.  Whilst making the declaration the member indicates whether they feel their
position is such that they should leave the meeting under 5.4.1 or 5.5.1.

4. If a potential conflict of interest is identified (by the member affected, another member
or an officer) but the member concerned does not believe they should leave the meeting,
the Chair will invite that member to address the meeting on the reasons why there is
either no potential conflict of interest or it is so minor that a reasonable person would not
consider it material to the decision making process.

5. The member will then be asked to leave the meeting under 5.6.2 whilst the remaining
committee or Board members decide how to deal with the conflict.

6. If several Board members share the same interest (eg members of an MHDC
Development Control Committee) their cases may be considered together.  If there are
several Board members with interests of different types, they will be considered
individually.

7. If the meeting becomes inquorate whilst considering how to deal with conflicts of interest,
the matter will be dealt with under section 9 of the Policy.

8. Following a decision under item 5, the Board member will be invited back into the meeting
and notified of the decision.

9. In the event that it is the Chair who has a conflict of interest but they indicate that they
believe they should not be required to leave the meeting for the item concerned, the Vice
Chair should immediately take the chair whilst the decision on the Chair’s potential
conflict of interest is taken.  If the Vice-Chair is unavailable (or also has a conflict of
interest in relation to the same matter), the meeting will appoint a chair pro tem.

10. If it is decided that the Chair has a conflict in relation to any agenda item, the Chair
should not chair that item, but the Vice Chair will do so. (Or another member will be
appointed by the meeting to take the chair as in 9 above)

11. If the meeting has decided that a Board member has a conflict of interest and should
leave the meeting, and that Board member refuses to comply with the Policy, the
following will apply at the option of the unconflicted members:

a. The item may be adjourned to a later date
b. In the case of a Committee meeting, the item may be referred direct to the Board

for decision
c. Discussion of the item may proceed but the conflicted member will not be counted

in the quorum for the meeting nor will their vote be counted or
d. Any other course of action which is appropriate in the circumstances.

Receipt of Information 
12. Where the CEO has decided to withhold papers from a Board member under section 8 of

the Policy, this will be reported to the meeting under the Declaration of Interest agenda
item.  The Board or Committee will make a decision pursuant to section 8.4 under the
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agenda item Declarations of Interest or immediately prior to the agenda item to which 
the papers relate. 

13. The Board or Committee may make a decision pursuant to section 8.1 of the Policy under
the agenda item Declarations of Interest or immediately prior to the agenda item to
which the papers relate.

14. When making a decision under 12 or 13 above, the affected Board member will be invited
to explain their position to the meeting, but will then leave the meeting and not take part
in any discussion or decision on whether the papers should be withheld.

15. The Board or Committee may resolve to close the meeting to the public whilst making a
decision under 12 and 13 above.

16. If a decision is made to withhold papers from a Board member, then it should be made
clear to other Board members that the contents of those papers must not be disclosed to
that individual.
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Section 5 
Exempt Information 

Exempt Information and public access to information 
As a public body responsible for the environment, the public are entitled to inspect, with some 
restrictions, a wide range of information held by MHT.  These include Board and committee papers 
and minutes; accounts; and reports containing environmental information.  This relates only to 
information that MHT holds, the public cannot demand additional analyses or reports.  

There is some information that the public is not allowed to inspect, such as personal and personnel 
information, in accordance with the Data Protection Act.  There are other types of information that 
it would not be in the public interest to disclose.  For example the quotes for a tender process would 
be commercially sensitive information whilst price negotiations are ensuing.  

MHT are subject to the parts of the Local Government Act conferring rights of attending meetings 
and access to information and also to the Environmental Information Regulations. 

MHT aims to be open and transparent in the management of the Malvern Hills and will endeavour 
to answer any questions and offer the information to the best of its capability.  However, MHT is a 
small organisation, with limited systems and resources, and it may not be able to meet large, generic 
or particularly onerous requests.  Where MHT is unable to meet a request, the enquirer will be 
informed of the reason why. 
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Exempt Information 
Under Schedule 12A Local Government Act 1972 
 

CATEGORY CONDITION EXAMPLE 
1. Information relating to an 
individual. 

Information is not exempt 
information unless it relates 
to and is recognisable as 
referring to a particular 
individual. 

Employees’ terms and 
conditions of employment or 
disciplinary proceedings.  
Former employees.  
Applicants to become 
employees. 
Information relating to 
tenants and former tenants. 
Matters relating to individual 
trustees. 

2. Information which is likely 
to reveal the identity of an 
individual. 

Information is not exempt 
information unless it relates 
to and is recognisable as 
referring to a particular 
individual. 

As for 1 above plus, for 
example, an informant in a 
case of breach of byelaws. 

3. Information relating to the 
financial or business affairs of 
any particular person 
(including the authority 
holding that information). 

Information is not exempt if 
it must be registered under 
various statutes, such as the 
Companies Act or Charities 
Act.  To be exempt the 
information must relate to a 
particular third person who 
must be identifiable. 

Information regarding 
tenders for contracts;  
quotations for services; 
contract details; land values 
etc. 

4. Information relating to any 
consultations or negotiations, 
or contemplated 
consultations and 
negotiations, in connection 
with any labour relations 
matter arising between the 
authority or a Minister of the 
Crown and employees of, or 
office holders of, the 
authority. 

Information is only exempt if 
and for so long as its 
disclosure to the authority 
would prejudice the authority 
in those or any other 
consultations or negotiations 
in connection with a labour 
relations matter.  ‘Labour 
relations matters’ are as 
specified in paragraphs (a) to 
(g) of Section 29(1) of the 
Trade Unions and Labour 
Relations Act 1974 i.e. 
matters which may be the 
subject of a trade dispute. 

Labour relations. 

5. Information in respect of 
which a claim to legal 
professional privilege could be 
maintained in legal 
proceedings. 

 Instructions to Counsel and 
Counsel Opinions.  Advice 
received, information 
obtained, or action to be 
taken in connection with any 
legal proceedings by or 
against the Trust. 

6. Information which reveals 
that the authority proposes: 
(a) to give under any 
enactment a notice under or 
by virtue of which 
requirements are imposed on 
a person; or 

Information is exempt only if 
and so long as disclosure to 
the public might afford an 
opportunity to a person 
affected by the notice, order 
or direction to defeat the 
purpose for which the notice, 

As for 5. above. 
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(b) to make an order or
direction under any
enactment.

order or direction is to be 
given or made. 

7. Information relating to any
action taken or to be taken in
connection with the
prevention, investigation or
prosecution of crime.

Self-explanatory. 

Where the meeting will determine any person’s civil rights or obligations, or adversely affect their 
possessions, Article 6 of the Human Rights Act 1998 establishes a presumption that the meeting 
will be held in public unless a private hearing is necessary for one of the reasons specified in Article 
6. 

All of the categories above are subject to a ‘public interest test’ – information is only exempt if it 
comes within one of the above categories and the public interest in favour of maintaining that 
exemption outweighs the public interest in disclosing the information.  The decision on whether the 
public interest test is satisfied rests with: 

1. In relation to reports and whether they should be treated as exempt in advance of the
meeting, the CEO, as the proper officer;  and

2. The Board or committee itself when deciding whether to exclude the press and public from
the meeting.
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Social Media Policy and Guidelines 
Adopted 7th March 2024 

Background 

Malvern Hills Trust (MHT) recognises the numerous benefits and opportunities which a 
social media presence offers.  MHT aims to build relationships and engage with the local 
community by sharing news, information, stories, achievements and the work we do to 
conserve the Hills and Commons and keep them open for the enjoyment of the public. 

Social media is an essential part of the way in which MHT communicates the work of the 
charity. MHT will actively use social media in a variety of ways including engaging with 
local people to help them to understand our work, posting information relating to the 
future management of the Hills, providing information to help visitors and local people 
enjoy the Hills safely, and to network with other similar organisations. 

MHT will actively encourage staff to make effective and appropriate use of social media 
platforms to engage in conversation with the local community and other external 
stakeholders. While encouraging the use of social media, there are certain standards, 
outlined in this policy, which must be complied with. 

To provide clarity and consistency for staff, board members and volunteers, this policy has 
been put in place to guide the use of social media, whether personal or professional, when 
relating to MHT and the charity’s work. Guidance on best practice and how to engage 
through social media will be provided by the Community and Conservation Officer (CCO). 

This policy must be used in conjunction with related MHT policies including the Equality, 
Diversity and Inclusion Policy, Privacy Policy, GDPR regulations, Acceptable Use of 
Computer Resources policy (Staff handbook) and Board Code of Conduct.  Others are 
included in the ‘Other policies and laws’ section. The policy will be included in the Staff 
and Governance handbooks for Staff and Trustees. 

This policy has been written in line with guidance from the Charity Commission and the 
recommended template provided by CharityComms (as referenced by the Charity 
Commission). 

This policy will be reviewed every three years.  Reviews may be made sooner when 
necessary.  

 

Scope of policy 

Social media is the term given to web-based tools and applications which enable users to 
create and share content (words, images and video content), and network with each other 
through the sharing of information, opinions, knowledge and common interests.  
Examples include X (previously Twitter), Facebook, YouTube, Instagram and Pinterest. 



http://www.facebook.com/MalvernHillsTrust
http://www.twitter.com/malvhillstrust
http://www.instagram.com/malvern_hills_trust
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11. Staff/trustees should not encourage people to break the law to supply material for 
social media, such as using unauthorised video footage.  All relevant rights for 
usage must be obtained before publishing material. 

12. Staff/trustees/volunteers should not set up other Facebook groups or pages, 
Twitter accounts or any other social media channels on behalf of MHT.  This could 
confuse messaging and brand awareness.  By having official social media accounts 
in place, MHT can ensure consistency of the brand and focus on building a strong 
following. 

13. MHT is not a political organisation and does not hold a view on party politics or 
have any affiliation with or links to political parties. The Trust has the right to 
express views on policy, including the policies of parties, but cannot tell people how 
to vote. 

14. If a complaint is made on MHT’s social media channels, the CCO should seek 
advice from their line manager / CEO before responding when appropriate. 

15. Sometimes issues can arise on social media which can escalate into a crisis 
situation because they are sensitive or risk serious damage to the charity’s 
reputation.  Examples might include incorrect statements posted by staff or 
misinformation around a current issue e.g. the erection of a giant wellington boot 
statue on Worcestershire Beacon at huge cost.  The nature of social media means 
that complaints are visible and can escalate quickly.  Not acting can be 
detrimental to the charity. 
 
MHT monitors other social media spaces for mentions of MHT to catch any issues 
or problems early.  If there is an issue that could develop or has already developed 
into a crisis situation MHT will follow the steps identified in the Responding to 
third party content and incidents section. 
 
If any staff/trustees/volunteers become aware of any comments online that they 
think have the potential to escalate into a crisis, whether on MHT’s social media 
channels or elsewhere they should speak to the CCO immediately. 

Guidelines – Use of personal social media accounts 

This policy does not intend to inhibit personal use of social media but instead flags up 
those areas in which conflicts may arise.  MHT staff/trustees/volunteers are expected to 
behave appropriately, in accordance with MHT’s policies, and in the best interests of the 
charity, both online and in person. 

1. Be aware that any information made public could affect how people perceive 
MHT.  You must make it clear that you are speaking for yourself and not on behalf 
of MHT.  If you are using your personal social media accounts to promote and talk 
about MHT’s work, you must use a disclaimer such as: ‘The views expressed on this 
site are my own and don’t necessarily represent MHT’s positions, policies or 
opinions.’ 

2. Staff/trustees who have a personal blog or website which indicates in any way that 
they work at MHT should discuss any potential conflicts of interest with their line 
manager and the CCO.  Similarly, staff who want to start blogging and wish to say 
that they work for MHT should discuss any potential conflicts of interest with their 
line manager and the CCO. 
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Crisis Management Plan  

Sometimes issues can arise on social media which can escalate into a crisis situation 
because they are sensitive or risk serious damage to the charity’s reputation.  An example 
of a crisis may be a large negative reaction online or viral spread of misinformation: 

In these situations, the Crisis Management Plan may need to be enacted. 

• Staff/trustee/volunteer to immediately report issue to CCO and CEO.  The 
staff/trustee/volunteer should not respond to the comment. 

• CEO to determine whether the post on the Trust’s account should be deleted or 
responded to bearing the following in mind: 
Decision to Delete: 

o The post should be deleted if it is illegal, discriminatory, confidential, 
contains personal information or is a breach of staff/trustee/volunteer 
policies. 

o The post will be deleted by the CCO if requested by the CEO. 
o If deleted, a statement should be posted on social media to clarify the 

situation for example “We have removed a post which contained offensive 
information.  We apologise for any offence caused and are reviewing our 
policies relating to the content we post on social media.”  Or “We have 
removed a post on our social media which contained offensive statements.  
We will not tolerate hateful messages or behaviour.” 

Decision to Respond: 
o If the post is to be responded to, the CEO should work with CCO to create 

an immediate response, for example “Thank you for your comment. This is 
currently being investigated and we will share more information in due 
course.” Or “We have recently been made aware of a post on social media 
regarding a potential issue and are currently looking into this.  An update 
will be provided shortly.” 

o CEO to work with the CCO to provide an official statement which explains 
the situation and provides detail.  Further information relating to the topic 
may be linked to from the social media account e.g. to the MHT website 
with a detailed description of the incident / background / MHT’s position. 

• Should the CCO be unavailable, the CEO will log into the social media accounts to 
delete or publish the response as required. 

• For content on third party pages or groups, posts cannot be deleted by MHT.  The 
CCO may request the removal of the post/content from the groups, or respond 
with an agreed statement on their page/group. 

• The CEO will notify staff/trustees/volunteers to the issue at the earliest 
opportunity asking staff/trustees/volunteers to only respond with the official 
response provided by the CEO. 

• All non-urgent scheduled MHT social media posts will be postponed until after the 
incident or until an appropriate time. 

• CEO will determine whether the post should be reported to relevant authorities for 
example the police, other regulators or report a serious incident to the Charity 
Commission. The CCO will report offending posts to the relevant social media 
platform as required. 
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To abide by the Lobbying Act, campaigning activities on social media must not be seen as 
intending to influence people’s voting choice. During these periods, all campaigning 
activity will be reviewed by the CEO. 

Use of social media in the recruitment process 

Recruitment should be carried out in accordance with the associated procedures and 
guidelines.  Any advertising of vacancies should be done through the CCO.  Vacancies are 
shared on Facebook and Twitter. 

There should be no systematic or routine checking of candidate’s online social media 
activities during the recruitment process, as conducting these searches might lead to a 
presumption that an applicant’s protected characteristics, such as religious beliefs or 
sexual orientation, played a part in a recruitment decision.  

Protection and intervention 

The responsibility for measures of protection and intervention lies first with the social 
networking site itself.  Different social networking sites offer different models of 
interventions in different areas.  For more information, refer to the guidance available on 
the social networking site itself, for example Facebook.  However, if a staff 
member/trustee considers that a person is/people are at risk of harm they should report 
this to the CEO immediately. 

Under 18s and vulnerable people 

Young and vulnerable people face risks when using social networking sites.  They may be 
at risk of being bullied, having sensitive or personal information on their profiles, or 
becoming targets for online grooming. 

Where known, when communicating with young people under 18-years-old via social 
media, staff/trustees should ensure the online relationship with MHT follows the same 
rules as the offline ‘real life’ relationship.  Staff/trustees should ensure that young people 
have been made aware of the risks of communicating and sharing information online and 
given guidance on security/privacy settings as necessary.  Staff/trustees should ensure 
that the site itself is suitable for the young person and MHT content and other content is 
appropriate for them.  Please refer to the Safeguarding Policy. 

Responsibilities and breach of policy 

Everyone is responsible for their own compliance with this policy.  Participation in social 
media on behalf of MHT is not a right but an opportunity so it must be treated seriously 
and with respect.  For staff and trustees, breaches of policy may result in disciplinary 
action depending on the severity of the issue.  Please refer to the Staff Handbook and the 
Governance Handbook for further information on trustee disciplinary procedures.  
Staff/trustees/volunteers who are unsure about whether something they propose to do on 
social media might breach this policy, should seek prior advice from the CCO. 
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Annex 2 

To:  All Malvern Hills Trust Staff Members  

TRUSTEE STAFF POINTS OF CONTACT – ROLE AND HOW TO CONTACT THEM 

Role of trustees 

As well as setting the strategic direction of the MHT, Trustees are responsible for ensuring it carries out its purposes for the public benefit, 
complies with governance documents, acts in the charity’s best interests, manages resources responsibly, acts with reasonable care and skill, 
is accountable and reduces the risk of liability14. Trustees maintain oversight of these responsibilities through a system of committees, but day 
to day delivery of MHT’s purposes is carried out the Executive (Staff). 

Trustees who are points of contact for staff 

The Board of the Malvern Hills Trust (MHT) have appointed the following Trustees to be points of contact (POCs) for staff members: 

David Core Lucy Hodgson  

Either are contactable during normal working hours via the MHT switchboard on 01684 892002.  You can choose who you would like to speak 
to and a message will be passed to them to call you back.  

Purposes of Trustee points of contact 

The purposes of the trustee points of contact (POCs) are: 

• To help build a good relationship between Staff and Trustees; taking your concerns about Trustee and Staff interaction seriously and
acting as an informal sounding board to avoid escalation of issues.

• Through listening to your concerns, gain an overall sense of how things are going with regard to Trustee and Executive (Staff) relations,
so that any concerns may be relayed to the Board as a whole and MHT strategy adjusted or updated as needs be.

• To be ‘a listening ear’, to enable you to speak informally and in confidence (unless there is an exception to confidentiality15) to a Trustee
about any concerns you have been unable to resolve, or feel you are unable to resolve, through your line management chain.

Your line management chain includes your immediate line manager, senior manager (if you have one) and the CEO, Deborah Fox.  Under 
normal circumstances, you will be expected to raise your concerns through your line management chain in the first instance before approaching 
a Trustee POC.   

That said, not all concerns are straightforward, or there may be some circumstances in which you feel uncomfortable about approaching your 
line managers.  Please be assured that in such cases no Staff member will be criticised for approaching a Trustee POC, and the information 
you share will be treated confidentially (but see also Footnote 9).     

Informal role 

Para 7.2 (a) of the MHT staff handbook states ‘Wherever possible, grievances should be resolved informally without recourse to formal 
procedures’.  

In line with this principle, the role of the Trustee POCs is strictly informal. 

They will: 

- help you to address your concern informally and in confidence;
- take no action without your agreement;
- not replace or otherwise undermine your normal line management chain;
- if appropriate, ‘signpost’ you to the relevant formal processes in the Staff Handbook if it has not been possible to resolve your concern

informally.

The attached flow chart illustrates the role of the Trustee POCs in helping you to resolve problems or raise concerns. 

Staff meetings  

There are bi-monthly All-Staff meetings and Trustee POCs are invited to attend every other one so that Staff members can ask them questions 
about Board strategy, policies and processes, and they, in turn, can gain an understanding of issues that are of interest and concern to Staff. 

Reports to the Board 

Any information you share informally with a Trustee POC will be treated confidentially (but see also Footnote 9).  However, each year/every 6 
months [?] the Trustee POCs will provide a generic, non-attributable report to the Board  

14 Source: Charity Commission Guidance ‘The essential trustee, what you need to know, what you need to do (CC3)’ The essential trustee: what you need to 
know, what you need to do (CC3) - GOV.UK (www.gov.uk) 
15 Concerns may need to be elevated and confidentiality may not be mutually agreed.  Reasons for this may include safeguarding, criminal activity etc. 
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	1. Our Vision
	1.1 The Malvern Hills and Commons are a stunning, unique and inspiring landscape that is enjoyed and respected by everyone in harmony with rich and flourishing wildlife, natural and cultural heritage.
	2.1 Everyone is welcome
	2.2 We are an equal opportunities employer and actively support human rights and all equality legislation and promote diversity and inclusion throughout the Trust. Our ethos is to respect and value people’s differences, and to help everyone achieve mo...
	2.3 In delivering its vision, the Malvern Hills Trust (MHT) aspires to be an equitable, diverse and inclusive organisation with zero tolerance for discrimination. We believe that all decisions about people at work should be based on the individual’s a...
	2.4 We therefore aim to ensure that the values of equality, diversity, and respect for all are embedded into everything that we do.
	2.5 This policy statement applies to anyone acting on behalf of MHT, including staff, trustees, volunteers, and partner organisations, all of whom have a responsibility to comply with its requirements and promote fairness in the workplace and to ensur...
	2.6 Any substantiated/significant form of discrimination, abuse or harassment will result in disciplinary action being taken, including dismissal for serious cases. The policy will also be drawn to the attention of subcontractors and visitors.
	3.1 Equality, diversity and inclusion (EDI) mean fair treatment and opportunities for all.
	3.2 Equality means that individuals should be provided with the resources they need to have access to the same opportunities as the general population, eg equal job opportunities and fairness for employees and job applicants. In particular, it aims to...
	 Age (or perceived age)
	 Disability (past or present)
	 Gender reassignment
	 Marriage or civil partnership status
	 Race, colour, nationality, ethnic or national origins
	 Religion or belief
	 Sex
	 Sexual orientation
	 Maternity, pregnancy or family leave

	3.3 Diversity means recognising that everyone is different in a variety of visible and non-visible ways; for example, they might have different ages, religions, ethnicities, abilities, genders, etc. Importantly, it also means valuing those differences.
	3.4 Inclusion concerns the active creation of a learning, working and social environment that is welcoming, which recognises and celebrates difference and is reflected in structures, practices and attitudes.  An inclusive workplace means everyone feel...
	 come up with different ideas;
	 raise issues and suggestions to managers and trustees, knowing this is encouraged;
	 try doing things differently from how they’ve been done before, with management and board approval.


	4. Statement of policy
	4.1 Responsibilities - we recognise our responsibilities under the Equality Act 2010 and are committed to meeting them in full.  In particular, we recognise that we must have due regard as part of our decision-making processes to the requirements of s...
	 eliminate discrimination, harassment, victimisation and any other conduct that is prohibited by or under the Act;
	 advance equality of opportunity between persons who share a relevant protected characteristic and persons who do not share it; and
	 foster good relations between persons who share a relevant protected characteristic (see 3.2) and persons who do not share it.

	4.2 Culture - we believe that a culture that embraces EDI will help us to ensure that everyone feels involved and included in our plans, programmes and activities.  The MHT aims to:
	 be a fair, diverse and inclusive place to work, which means we listen respectfully, to help us learn and understand different perspectives;
	 represent all levels of society through our staff, board and volunteers;
	 ensure our staff, trustees, volunteers and partners feel valued and respected;
	 create an environment which respects and welcomes everyone and in which no form of bullying, harassment, disrespectful or discriminatory behaviour is tolerated by anyone towards anyone. This particularly applies in relation to the “protected charact...

	5.1 We endeavour to uphold the following values in all our work:
	 Public benefit - we carry out our purposes for the public benefit; ie the interests of MHT’s beneficiaries and the causes we work for are at the heart of everything we do;
	 Integrity – MHT staff, trustees and volunteers uphold the highest level of institutional integrity and personal conduct at all times;
	 Openness – staff, trustees, volunteers and the wider public can see and understand how we work, how we deal with problems when they arise and how we spend our funds.
	 Right to be safe - Every person who volunteers with, works for or comes into contact with a charity is treated with dignity and respect, and feels that they are in a safe and supportive environment.

	5.2 In accordance with best practice, as promoted by the Committee for Standards in Public Life, our trustees are expected to sign up to and uphold a Code of Conduct, based on the Nolan Principles of selflessness, integrity, objectivity, accountabilit...
	6.1 ‘Walking the talk’. We recognise that an EDI Policy alone is not enough to ensure that these things are central to everything that we do.  For the policy to be effective, we must all work to ensure:
	 staff, trustees and volunteers feel valued and respected;
	 different perspectives and experiences are celebrated and valued;
	 people are treated fairly in all aspects of their work, including recruitment, training, development through career progression and volunteering;
	 the working environment is free from bullying, harassment, victimisation and unlawful discrimination, dignity and respect for all are promoted and decisions concerning staff are based on merit and in line with the Equality Act;
	 MHT has a reputation as an exemplary place to work; and
	 there is a positive work/life balance for all.

	6.2 Training - we recognise that many people are unfamiliar with the ways in which discrimination and disadvantage affect people’s health, well-being and quality of life. We will therefore support people to develop equalities awareness and understandi...
	6.3 Policy assessment – we will assess any significant new or revised policies and procedures for their impact on EDI.  Accordingly, we will:
	 embed EDI into our development plans; and
	 ensure our employment practices and procedures are consistent with the aims of this policy.

	6.4 Accessibility - we are committed to:
	 using accessible venues for events and meetings;
	 using plain English and offering accessible communications, eg emails, letters, reports and publicity materials, in a suitable format as far as it is within our means to do so.

	7.1 MHT is committed to long-term action to embed lasting improvement in ED&I performance in relation to its work.
	7.2 We recognise that it is important for us to review this policy regularly to ensure that it reflects up to date equality legislation and best practice.  A review of our EDI Policy will be carried out on an annual basis as a minimum and any necessar...
	8.1 This policy has been agreed by our Board of Trustees. It will also be subject to agreement with any trade union which staff choose to join or to which they belong.
	8.2 This policy should be read in conjunction with other MHT policies including the Trustees Code of Conduct
	8.3 Overall responsibility for the implementation of this policy lies with the CEO and our Board of Trustees.
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	7.2 We recognise that it is important for us to review this policy regularly to ensure that it reflects up to date equality legislation and best practice.  A review of our EDI Policy will be carried out on an annual basis as a minimum and any necessar...
	8.1 This policy has been agreed by our Board of Trustees. It will also be subject to agreement with any trade union which staff choose to join or to which they belong.
	8.2 This policy should be read in conjunction with other MHT policies including the Trustees Code of Conduct
	8.3 Overall responsibility for the implementation of this policy lies with the CEO and our Board of Trustees.
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